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As noted in last month’s issue of Works��WKH�3URYRVW�2I¿FH�KDV�QRZ�
GHYHORSHG��ZLWK�LQSXW�IURP�$$83�&KDSWHU�VWDII�DQG�IURP�IDFXOW\�PHPEHUV��
D�SROLF\�GRFXPHQW�WKDW�FODUL¿HV�ZKHQ�LW�LV�QHFHVVDU\�DQG�DSSURSULDWH�IRU�
IDFXOW\�WR�UHSRUW�VKRUW�WHUP�LOOQHVVHV�DV�³VLFN�OHDYH´�XVH��)RU�WKHVH�SXUSRVHV��
³VKRUW�WHUP´�PHDQV�DQ\�LOOQHVV�WKDW�ODVWV�IRU�IHZHU�WKDQ����GD\V���2QFH�D�
IDFXOW\�PHPEHU�LV�LOO�IRU����GD\V�RU�PRUH��³H[WHQGHG�VLFN�OHDYH´�FRPHV�LQWR�
SOD\��see Article 17.9 of the AAUP-UC collective bargaining agreement���

,I�D�IDFXOW\�PHPEHU�LV�VXIIHULQJ�IURP�D�VKRUW�WHUP�LOOQHVV��VXFK�DV�D�EDG�FROG�
RU�D�TXLFN�DFWLQJ�ÀX��WKDW�DIIHFWV�SHUIRUPDQFH�RI�GXWLHV�DV�GHVFULEHG�LQ�WKH�
3URYRVW¶V�PHPR��VHH�EHORZ���KRXUV�QHHG�WR�EH�GHGXFWHG�IURP�WKDW�IDFXOW\�
PHPEHU¶V�DFFXPXODWHG�VLFN�OHDYH�WLPH�

<RX�FDQ�VHH�KRZ�PXFK�VLFN�OHDYH�WLPH��LQ�KRXUV��\RX¶YH�DFFXPXODWHG�E\�
ORRNLQJ�DW�WKH�OLQH�RQ�\RXU�SD\�VWDWHPHQW�HQWLWOHG�³/RQJ�7HUP�6LFN�´��LW¶V�
FRXQWHU�LQWXLWLYH���EXW�WKH�ODEHO�RQ�WKH�SD\�VWDWHPHQW�VD\V�³ORQJ�WHUP�VLFN´�
EXW�WKRVH�KRXUV�DUH�XWLOL]HG�IRU�ERWK�VKRUW�WLPH�DQG�ORQJ�WHUP�VLFN�OHDYH��

7KH�PHFKDQLFV�RI�UHSRUWLQJ�VLFN�WLPH�XVH�DUH�IDLUO\�VLPSOH��)LUVW��go into 
the FLEX system��KWWSV���ZZZ�XFÀH[�XF�HGX��XVLQJ�\RXU�������ORJLQ�,'�DQG�
SDVVZRUG�

 ZĞƉŽƌƟŶŐ�^ŝĐŬ�dŝŵĞ�hƐĞ�ŝŶ�ƚŚĞ�&ůĞǆ�^ǇƐƚĞŵ 
EĞǁ�WƌŽǀŽƐƚĂů�DĞŵŽ�ĐůĂƌŝĮĞƐ� 

when short-term illnesses must be reported

2QFH�\RX¶YH�ORJJHG�LQ��click on “Employee Self Service”�LQ�WKH�WRS�OHIW�FRUQHU�RI�WKH�VFUHHQ��GLUHFWO\�EHORZ�
\RXU�QDPH��³:HOFRPH�-DQH�6PLWK´����ZH¶YH�EODFNHG�RXW�WKH�HPSOR\HH¶V�QDPH�LQ�WKLV�H[DPSOH��
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1H[W��select “Time Off from Work Request”�DW�WKH�RYHUYLHZ�SDJH�

The Provost’s guidlines on the circumstances under which faculty 
should report short-term sick leave follows on the next page.

Then select “Sick Leave” under “Type of Leave” DQG�HQWHU�WKH�QXPEHU�RI�KRXUV�\RX�DUH�UHSRUWLQJ�� 

�'R�127�VHOHFW�³)DFXOW\�6LFN�%DQN�´�7KDW�LV�D�VSHFLDO�FDWHJRU\�IRU�ZKLFK�SULRU�DSSURYDO�LV�UHTXLUHG�� 
 
,I�\RX�HYHU��XQIRUWXQDWHO\��QHHG�WR�JR�RQ�³([WHQGHG�6LFN�/HDYH�´�L�H���D�VLFN�OHDYH�RI����GD\V�RU�PRUH���see 
Article 17.9 of the AAUP-UC collective bargaining agreement for details���FRQWDFW�\RXU�DFDGHPLF�XQLW�KHDG�DQG�
&ROOHJH�EXVLQHVV�DGPLQLVWUDWRU�IRU�KHOS�LQ�FRPSOHWLQJ�WKH�QHHGHG�IRUPV�

,I�\RX�KDYH�TXHVWLRQV�DERXW�XVLQJ�WKH�)/(;�V\VWHP�WR�LQSXW�\RXU�VLFN�OHDYH�WLPH��SOHDVH�FRQWDFW�8&�%HQH¿WV�RU�
\RXU�FROOHJH�EXVLQHVV�DGPLQLVWUDWRU�

� ±'HERUDK�+HUPDQ��3K' 
��� � ([HFXWLYH�'LUHFWRU��$$83�8&�&KDSWHU
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August 2014

To:  AAUP Faculty
  Colleges and Academic Units

&ƌŽŵ͗� � :͘�DĂƩŚĞǁ�^ĞƌƌĂ
  Vice Provost for Academic Personnel
� � KĸĐĞ�ŽĨ�ƚŚĞ�WƌŽǀŽƐƚ

^ƵďũĞĐƚ͗� 'ƵŝĚĞůŝŶĞƐ�ĨŽƌ���hW�&ĂĐƵůƚǇ�ZĞƉŽƌƟŶŐ�ŽĨ�^ŚŽƌƚͲdĞƌŵ�^ŝĐŬ�>ĞĂǀĞ

I. /ŶƚƌŽĚƵĐƟŽŶ

�ƵĚŝƚƐ�ĐŽŶĚƵĐƚĞĚ�ďǇ�ƚŚĞ�hŶŝǀĞƌƐŝƚǇ�ŽĨ��ŝŶĐŝŶŶĂƟ Ɛ͛�KĸĐĞ�ŽĨ�/ŶƚĞƌŶĂů��ƵĚŝƚ�ŚĂǀĞ�ƌĞǀĞĂůĞĚ�ƚŚĂƚ�ĨĂĐƵůƚǇ�ƌĂƌĞůǇ�ƌĞƉŽƌƚ�ƐŚŽƌƚͲ
ƚĞƌŵ�ƐŝĐŬ�ůĞĂǀĞ͘��&Žƌ�ƵƐĞ�ŝŶ�ƚŚŝƐ�ŐƵŝĚĂŶĐĞ�ĚŽĐƵŵĞŶƚ͕�ƐŚŽƌƚͲƚĞƌŵ�ƐŝĐŬ�ůĞĂǀĞ�ƌĞĨĞƌƐ�ƚŽ�ŝůůŶĞƐƐĞƐ�Žƌ�ŝŶũƵƌŝĞƐ�ŽĨ�ĚƵƌĂƟŽŶ�ŽĨ�
ůĞƐƐ�ƚŚĂŶ�ϭϰ�ĚĂǇƐ�;Ğ͘Ő͕͘�ĐŽŵŵŽŶ�ĐŽůĚ͕�ŇƵ͕�ďƌŽŶĐŚŝƟƐ͕�ĞƚĐ͘Ϳ͘��dŚĞ�ƉƵƌƉŽƐĞ�ŽĨ�ƚŚĞƐĞ�ŐƵŝĚĞůŝŶĞƐ�ŝƐ�ƚŽ�ƌĞŵŝŶĚ�ĨĂĐƵůƚǇ�ŽĨ�ƚŚĞŝƌ�
ƌĞƐƉŽŶƐŝďŝůŝƚǇ�ƚŽ�ƌĞƉŽƌƚ�ƐƵĐŚ�ƐŝĐŬ�ůĞĂǀĞ�ĂŶĚ�ƚŽ�ƉƌŽǀŝĚĞ�ŐƵŝĚĂŶĐĞ�ŽŶ�ŚŽǁ�ƚŽ�ĚŽ�ƐŽ͘

II. dŚĞ��ŽůůĞĐƟǀĞ��ĂƌŐĂŝŶŝŶŐ��ŐƌĞĞŵĞŶƚ�ZĞƋƵŝƌĞŵĞŶƚƐ

�ƌƟĐůĞ�ϭϳ�ŽĨ�ƚŚĞ�����ƉƌŽǀŝĚĞƐ�ĨŽƌ�ƐŝĐŬ�ůĞĂǀĞ�ĨŽƌ�ĨĂĐƵůƚǇ͘��ZĞůĞǀĂŶƚ�ƉŽƌƟŽŶƐ�ŽĨ�ƚŚĂƚ��ƌƟĐůĞ�ĂƌĞ�ƐƵŵŵĂƌŝǌĞĚ�ďĞůŽǁ͘

�ĐĐƵŵƵůĂƟŽŶ�ʹ��ƌƟĐůĞ�ϭϳ͘ϭ
��hW�&ĂĐƵůƚǇ�ĂĐĐƵŵƵůĂƚĞ�ƐŝĐŬ�ůĞĂǀĞ�Ăƚ�ƚŚĞ�ƌĂƚĞ�ŽĨ�ϭϱ�ĚĂǇƐ�ƉĞƌ�ǇĞĂƌ�ƉƌŽͲƌĂƚĞĚ�ŽŶ�Ă�ŵŽŶƚŚůǇ�ďĂƐŝƐ�ƵƉ�ƚŽ�Ă�ŵĂǆŝŵƵŵ�ŽĨ�ϯϬϬ�
days.

hƐĞ�ŽĨ�^ŝĐŬ�>ĞĂǀĞ�ʹ��ƌƟĐůĞ�ϭϳ͘Ϯ
�ĐĐƵŵƵůĂƚĞĚ�ƐŝĐŬ�ůĞĂǀĞ�ŵĂǇ�ďĞ�ƵƐĞĚ�ďǇ�Ă�ĨĂĐƵůƚǇ�ŵĞŵďĞƌ�͞ǁŚĞŶĞǀĞƌ�ŚĞ�Žƌ�ƐŚĞ�ŝƐ�ƵŶĂďůĞ�ƚŽ�ĂƩĞŶĚ�ƚŽ�ŚŝƐ�Žƌ�ŚĞƌ�ĚƵƟĞƐ�
ďĞĐĂƵƐĞ�ŽĨ�ƉĞƌƐŽŶĂů�ŝůůŶĞƐƐ͕�ŝŶũƵƌǇ͕ �ĞǆƉŽƐƵƌĞ�ƚŽ�ĐŽŶƚĂŐŝŽƵƐ�ĚŝƐĞĂƐĞ�ǁŚŝĐŚ�ĐŽƵůĚ�ďĞ�ĐŽŵŵƵŶŝĐĂƚĞĚ�ƚŽ�ŽƚŚĞƌƐ͟�Žƌ�ĨŽƌ�ƚŚĞ�
ŝůůŶĞƐƐ�Žƌ�ŝŶũƵƌǇ�ŽĨ�Ă�ĨĂŵŝůǇ�ŵĞŵďĞƌ�Žƌ�ĚŽŵĞƐƟĐ�ƉĂƌƚŶĞƌ͘

ZĞƉŽƌƟŶŐ�^ŝĐŬ�>ĞĂǀĞ�ʹ��ƌƟĐůĞ�ϭϳ͘ϰ�ĂŶĚ�ϭϳ͘ϱ�;ĞŵƉŚĂƐŝƐ�ĂĚĚĞĚͿ
tŚĞŶ�ƵƐŝŶŐ�ĨƵůů�Žƌ�ƉĂƌƟĂů�ƐŝĐŬ�ůĞĂǀĞ�ĚĂǇƐ͕�ƚŚĞ�ĨĂĐƵůƚǇ�ŵĞŵďĞƌ�͞ƐŚĂůů�ŝŵŵĞĚŝĂƚĞůǇ�ŶŽƟĨǇ�ŚŝƐ�Žƌ�ŚĞƌ��ĐĂĚĞŵŝĐ�hŶŝƚ�,ĞĂĚ�
ĂŶĚ�ĂĚǀŝƐĞ�ŽĨ�ƚŚĞ�ĞƐƟŵĂƚĞĚ�ĚƵƌĂƟŽŶ�ŽĨ�ĂďƐĞŶĐĞ͘͟ ��

͞�ůů�ƵƐĞ�ŽĨ�ĨƵůů�Žƌ�ƉĂƌƟĂů�ƐŝĐŬ�ůĞĂǀĞ�ĚĂǇƐ�ŵƵƐƚ�ďĞ�ƌĞƉŽƌƚĞĚ�ƚŽ�ƚŚĞ��ĐĂĚĞŵŝĐ�hŶŝƚ�,ĞĂĚ�ŽŶ�ƚŚĞ�ĂƉƉƌŽƉƌŝĂƚĞ�hŶŝǀĞƌƐŝƚǇ�
ĨŽƌŵ͘͟ ��

dŚĞ�dŝŵĞ�Kī�&ƌŽŵ�tŽƌŬ�;dK&tͿ�ĨŽƌŵ�ƵŶĚĞƌ�h��&ůĞǆ��ŵƉůŽǇĞĞ�^ĞůĨ�^ĞƌǀŝĐĞ�;�^^Ϳ�ŝƐ�ƚŚĞ�ĂƉƉƌŽƉƌŝĂƚĞ�ĨŽƌŵ�ĨŽƌ�ƌĞƉŽƌƟŶŐ�
ƐŝĐŬ�ƟŵĞ͕�ĂŶĚ�ĐĂŶ�ďĞ�ĨŽƵŶĚ�Ăƚ�ǁǁǁ͘ƵĐŇĞǆ͘ƵĐ͘ĞĚƵ.

III. 'ƵŝĚĞůŝŶĞƐ�ĨŽƌ�dĂŬŝŶŐ�ĂŶĚ�ZĞƉŽƌƟŶŐ�^ŚŽƌƚͲdĞƌŵ�^ŝĐŬ�>ĞĂǀĞ

dŚĞ�hŶŝǀĞƌƐŝƚǇ�ŽĨ��ŝŶĐŝŶŶĂƟ�ƵŶĚĞƌƐƚĂŶĚƐ�ƚŚĂƚ�ĨĂĐƵůƚǇ�ŵĞŵďĞƌƐ�ĚŽ�ŶŽƚ�ƉƵŶĐŚ�Ă�ϵͲƚŽͲϱ�ƟŵĞ�ĐůŽĐŬ͕�ďƵƚ�ƌĂƚŚĞƌ�ǁŽƌŬ�ŝŶ�
Ă�ŇĞǆŝďůĞ�ĂŶĚ�ŚŝŐŚůǇ�ǀĂƌŝĞĚ�ĞŵƉůŽǇŵĞŶƚ�ĞŶǀŝƌŽŶŵĞŶƚ͘�/Ŷ�ŽƌĚĞƌ�ƚŽ�ĂĐĐŽŵŵŽĚĂƚĞ�ƚŚŝƐ�ŇĞǆŝďŝůŝƚǇ�ĂŶĚ�Ăƚ�ƚŚĞ�ƐĂŵĞ�ƟŵĞ�
ĂƉƉůǇ�ƚŚĞ�ĐŽůůĞĐƟǀĞ�ďĂƌŐĂŝŶŝŶŐ�ĂŐƌĞĞŵĞŶƚ�ƌĞƋƵŝƌĞŵĞŶƚƐ�ǁŝƚŚ�ƐŽŵĞ�ƵŶŝĨŽƌŵŝƚǇ�ĂĐƌŽƐƐ�ĨĂĐƵůƚǇ�ǁŝƚŚ�ǀĞƌǇ�ĚŝīĞƌĞŶƚ�ǁŽƌŬ�
ĞǆƉĞĐƚĂƟŽŶƐ͕�ƚŚĞ�ĨŽůůŽǁŝŶŐ�ŐƵŝĚĞůŝŶĞƐ�ĂƌĞ�ƉƌŽǀŝĚĞĚ͗
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ͻ� �ƌƌĂŶŐĞŵĞŶƚƐ�ƚŽ�ĐŽǀĞƌ�Ă�ĐůĂƐƐ�Žƌ�ŽƚŚĞƌ�ƐĐŚĞĚƵůĞĚ�ŽďůŝŐĂƟŽŶ�ĞŝƚŚĞƌ�ďǇ�ƚŚĞ�ĨĂĐƵůƚǇ�ŵĞŵďĞƌ�Žƌ�ƚŚĞ�ŝŶƐƟƚƵƟŽŶ�ĚŽ�
ŶŽƚ�ŵŝƟŐĂƚĞ�ƚŚĞ�ĨĂĐƚ�ƚŚĂƚ�ƚŚĞ�ĨĂĐƵůƚǇ�ŵĞŵďĞƌ�ǁĂƐ�ĂǁĂǇ�ĨƌŽŵ�ŚŝƐ�Žƌ�ŚĞƌ�ǁŽƌŬ�ĂƐƐŝŐŶŵĞŶƚ�ĂŶĚ�ƐŝĐŬ�ůĞĂǀĞ�ƐŚŽƵůĚ�ďĞ�
ĐŚĂƌŐĞĚ�ĂĐĐŽƌĚŝŶŐůǇ͘

ͻ� /Ĩ�Ă�ƚǁŽͲƐĞŵĞƐƚĞƌ�ĨĂĐƵůƚǇ�ŵĞŵďĞƌ�ŝƐ�ŝůů�ŽŶ�Ă�ĚĂǇ�ǁŚĞŶ�ŶŽ�ĐůĂƐƐ͕�ůĂď͕�ĨĂĐƵůƚǇͬĐŽŵŵŝƩĞĞ�ŵĞĞƟŶŐ͕�ŽĸĐĞ�ŚŽƵƌ;ƐͿ͕�Žƌ�
ĂŶǇ�ŽƚŚĞƌ�hŶŝǀĞƌƐŝƚǇͲďĂƐĞĚ�ŽďůŝŐĂƟŽŶ�ŝƐ�ƐĐŚĞĚƵůĞĚ͕�ŚĞ�Žƌ�ƐŚĞ�ǁŝůů�ĮŶĚ�ĂŶŽƚŚĞƌ�ƟŵĞ�ƚŽ�ĚŽ�ƚŚĞ�ǁŽƌŬ�ŚĞ�Žƌ�ƐŚĞ�ǁŽƵůĚ�
ŚĂǀĞ�ĚŽŶĞ�ƚŚĂƚ�ĚĂǇ͘�EŽ�ƐŝĐŬ�ůĞĂǀĞ�ƐŚŽƵůĚ�ďĞ�ĚĞĐůĂƌĞĚ͘

ͻ� ��ƚǁŽͲƐĞŵĞƐƚĞƌ�ĨĂĐƵůƚǇ�ŵĞŵďĞƌ�ǁŚŽ�ŵŝƐƐĞƐ�Ă�ĐůĂƐƐ͕�ůĂď͕�ĨĂĐƵůƚǇͬĐŽŵŵŝƩĞĞ�ŵĞĞƟŶŐ͕�ŽĸĐĞ�ŚŽƵƌ;ƐͿ͕�Žƌ�ĂŶǇ�ŽƚŚĞƌ�
hŶŝǀĞƌƐŝƚǇͲďĂƐĞĚ�ƐĐŚĞĚƵůĞĚ�ŽďůŝŐĂƟŽŶ�ĚƵĞ�ƚŽ�ŝůůŶĞƐƐ�ŵƵƐƚ�ƌĞƉŽƌƚ�ƐŝĐŬ�ůĞĂǀĞ�ĨŽƌ�ƚŚĂƚ�ĚĂǇ͘

ͻ� ϭϮͲŵŽŶƚŚ�ĨĂĐƵůƚǇ�ŵĞŵďĞƌƐ�ŵƵƐƚ�ƌĞƉŽƌƚ�ƐŝĐŬ�ƟŵĞ�ĨŽƌ�ĂŶ�ŝůůŶĞƐƐ�ŽŶ�ĂŶǇ�ǁĞĞŬĚĂǇ͕ �ƵŶůĞƐƐ�ƚŚĞ�ŝůůŶĞƐƐ�ĨĂůůƐ�ŽŶ�ĂŶ�
ŽĸĐŝĂů�hŶŝǀĞƌƐŝƚǇ�ŚŽůŝĚĂǇ͘

�ǆĂŵƉůĞƐ͗

�ǆĂŵƉůĞ�ϭ�Ͳ��ƌ͘ �^ŵŝƚŚ�ƚĞĂĐŚĞƐ�Ă�Dt&�ĐůĂƐƐ�ƐĐŚĞĚƵůĞ͘�/Ĩ�ŝůů�DŽŶĚĂǇ�ƚŚƌŽƵŐŚ�tĞĚŶĞƐĚĂǇ͕ �ŚĞ�ŵƵƐƚ�ƌĞƉŽƌƚ�ĂŶ�
ĂƉƉƌŽƉƌŝĂƚĞ�ĂŵŽƵŶƚ�ŽĨ�ƐŝĐŬ�ƟŵĞ�ĨŽƌ�ƚŚĞ�ƚǁŽ�ĚĂǇƐ�ŽĨ�ĐůĂƐƐĞƐ�ŵŝƐƐĞĚ͘�/Ĩ�ŚĞ�ŝƐ�ŝůů�dƵĞƐ�ƚŚƌŽƵŐŚ�dŚƵƌƐĚĂǇ͕ �ŚĞ�ŵƵƐƚ�ƌĞƉŽƌƚ�
ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�ĂŵŽƵŶƚ�ŽĨ�ƐŝĐŬ�ƟŵĞ�ĨŽƌ�ƚŚĞ�ŽŶĞ�ĚĂǇ�ŽĨ�ĐůĂƐƐ�ŵŝƐƐĞĚ͘

�ǆĂŵƉůĞ�Ϯ�Ͳ��ƌ͘ �:ŽŶĞƐ�ƚĞĂĐŚĞƐ�Ă�ddŚ�ĐůĂƐƐ�ƐĐŚĞĚƵůĞ͘�/Ĩ�ŝůů�DŽŶĚĂǇ�ƚŚƌŽƵŐŚ�&ƌŝĚĂǇ͕ �ƐŚĞ�ŵƵƐƚ�ƌĞƉŽƌƚ�ĂŶ�ĂƉƉƌŽƉƌŝĂƚĞ�
ĂŵŽƵŶƚ�ŽĨ�ƐŝĐŬ�ƟŵĞ�ĨŽƌ�ƚŚĞ�ƚǁŽ�ĚĂǇƐ�ŽĨ�ĐůĂƐƐĞƐ�ŵŝƐƐĞĚ͘�/Ĩ�ŝůů�dŚƵƌƐĚĂǇ�ƚŚƌŽƵŐŚ�DŽŶĚĂǇ͕ �ƐŚĞ�ŵƵƐƚ�ĚĞĐůĂƌĞ�ĂŶ�
ĂƉƉƌŽƉƌŝĂƚĞ�ĂŵŽƵŶƚ�ŽĨ�ƐŝĐŬ�ƟŵĞ�ĨŽƌ�ŽŶůǇ�ƚŚĞ�ŽŶĞ�ĚĂǇ�ŽĨ�ĐůĂƐƐ�ŵŝƐƐĞĚ͘
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